
 

Reading your contract, and your employee’s contract will help you! 

 

 

Payroll Services 
The information below is divided into two areas.  Information in the 1

st
 area applies to everyone.  

Information in the second area is specialized for each bargaining unit.  All of the information in Area 1 is a 

general overview and not detailed.  For any detailed information, please call payroll at 971-7223 and 

following our telephone tree or stop by our office during normal business hours…. 

 

AREA 1 (General Information that Applies to Everyone)  
Remember your Employee ID Number and use it in place of your Social Security Number 

 

Direct Deposit:  All employees are highly encouraged to start Direct Deposit.  Direct Deposit ensures your money is in 

your account on time, all the time; receiving your money in your account is not held up by internal distribution processes 

or the US Postal Office.  Direct Deposit is also extremely convenient, is something you do not have to worry about if you 

take a vacation and if you want, you may still go to the bank and wait in their lines!  Forms may be obtained on the district 

intranet under Payroll Forms or at our district office. 

 

As an additional service, our Payroll office offers an option to ‘Go Green’ and view, print or change much of your 

information online, anytime, from anywhere; with your district login ID.  Please contact Payroll Customer Service for 

specific information on how to sign up.  If you do not like it, you can opt out at any time and revert back to paper. To Go 

Green, follow this link:  https://employee.sanjuan.edu/ 

 

W-4 and DE-4:  All new employees should fill out a W-4 (Federal Withholding Form).  Your federal and state taxes will 

be based on your marital status and the exemptions you claim.  Upon hire, if payroll does not have a W-4, you’re Federal 

and State withholding status will default to Single with Zero exemptions.  When you wish to change your withholding 

status, you will need to fill out a W-4 for your Federal and DE-4 for State Taxes. 

 

Absences and Vacation:  All permanent employees are entitled to Vacation, Sick Leave and Personal Necessity Leave.  

Many employees are entitled to vacation.  Since there are many reasons you may be eligible to take time off, please refer 

to your union contracts.  When time is taken off, absence forms must be submitted to your supervisor prior to your 

absence, whenever possible, but in no case later than three business days upon return from your absence. Once your 

supervisor approves your absence, they will forward it to the Time Keeper who will process your absence in the ‘Monthly 

Consolidated Absence Reporting System’ (MCAR), and it will generate an email that will be sent to you letting you know 

your absence has been approved. 

 

Address Changes:  If you move, remember to complete an Address Change form and/or update your phone number.  

Many times during the year the district office may need to send you information, check payments or W-2’s, and if your 

address is not updated, you will not receive the correspondence.  Completing a forwarding Mail Document at the post 

office is insufficient, and if we send a check or W-2 to you, the check and/or W-2 will not be forwarded, it will be 

returned to the district payroll office.  This form, as well as many other forms can be found on the district intranet under 

Payroll Forms. 

 

Name Changes:  If your name changes, you will need to change your name at the district office by completing an 

“Address Change” form.  This form MUST also be accompanied by a copy of your new Social Security Card.  Payroll 

cannot change your name at the district office without a copy of your new Social Security Card. 

 

State Disability Insurance (SDI): The district does not pay into SDI, instead the district offers 100 days of ESL for all 

permanent employees (payments for days worked are at a reduced rate). 

 

All time recorded on any time card, or absence form, must be recorded in .25 (quarter hour) increments and no hours 

less than .25should ever be entered on either form. 

 

 

https://employee.sanjuan.edu/


 

Reading your contract, and your employee’s contract will help you! 

 

Area II (Specific Information based on Bargaining Unit) 
Remember your Employee ID Number and use it in place of your Social Security Number 

 
 

Certificated Employees 

 

Telephone Tree:  When calling the Payroll (971-7223), please follow the certificated personnel prompts. 

 

Social Security:  Social Security is comprised of 2 parts (OASDI 6.2 % of your gross pay and Medicare 1.45 % 

of your gross pay).  Teachers do not pay into OASDI, but they do pay into Medicare. 

 

Union Dues:  All certificated employees are required to pay union dues to the San Juan Teachers Association.   

 

State Teachers Retirement System (STRS):  Once a STRS member, always a STRS member.  If you are a 

permanent certificated employee working 20 or more hours per week, you will be automatically enrolled in 

STRS and your retirement deductions will begin (9.20%).   

 

Personal Necessity Days (PN):  All 10 month employees may use up to 10 days of PN.  PN hours used are also 

deducted from your sick leave accrued hours. 

 

Pay Day:  Your pay period is from the 1st of the month through the end of the month (i.e. 5/1-5/31) and your 

pay day is on the last business day of the month. 

 

Computation of Salary: In most cases. Certificated salaries are based on ‘daily rates of pay’, not hours worked. 

 

Holidays:  Certificated employees are allowed to take off holidays (based on their calendars). 
 

There is a lot of valuable information located on our district intranet or San Juan’s Home Page under Payroll 
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Area II (Specific Information based on Bargaining Unit) 
Remember your Employee ID Number and use it in place of your Social Security Number 

 

Management Employees: 

 

Telephone Tree:  When calling the Payroll Department, please follow the certificated (if you have STRS) or 

classified (if you have PERS) personnel prompts. 

 

Retirement System (PERS or STRS):  A majority of managers are STRS Members, but some managers are 

PERS Members.  Most managers are aware of their specific situation.  If needed, please call 971-7222 for more 

information.  PERS deductions are 7 % of your gross earnings and STRS deductions are 9.20 % of your gross 

earnings if you are a classic member.  For new PERS and STRS members, PERS deductions are 6 % of your 

gross earnings and STRS deductions are 8.56 % of your gross earnings. 

 

Personal Necessity Days (PN):  In most cases, you may be eligible to use up to 8 days of PN per fiscal year 

(July through June).  PN hours used are also deducted from your sick leave accrued hours. 

 

Computation of Salary:   Managements’ salary is based on ‘daily rates of pay’, not hours worked. 

 

Pay-Day:  Your pay periods are from the 1st of the month through the end of the month (i.e. 5/1-5/31) and your 

pay day is on the last business day of the month. 

 

Time Cards: PLEASE make sure to approve and send all timecards to Payroll no later than the 2
nd

 business day 

after the 25
th

 of each month; and make sure all hours on any time card are in .25 hourly increments 

 

Twelve Month Managers:  Twelve month managers are allowed to take off 16 holidays and earn 

approximately 20 days of vacation per year. 

 

Less than 12 month Managers:  Most less than 12 month managers do not accrue vacation; instead, they have 

a shorter calendar with less actual work days. 

 
There is a lot of valuable information located on our district intranet or San Juan’s Home Page under Payroll 
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Area II (Specific Information based on Bargaining Unit) 
Remember your Employee ID Number and use it in place of your Social Security Number 

 

Certificated Supervisor Employees: 

 

Telephone Tree:  When calling the Payroll Department (971-7223), please follow the certificated (if you have 

STRS) or classified (if you have PERS) personnel prompts. 

 

Union Dues:  Certificated Supervisors pay union dues (SJPEC). 

 

Retirement System (PERS or STRS):  A majority of managers are STRS Members, but some managers are 

PERS Members.  Most managers are aware of their specific situation.  If needed, please call 971-7223 for more 

information.  PERS deductions are 7 % of your gross earnings and STRS deductions are 9.20 % of your gross 

earnings if you are a classic member.  For new PERS and STRS members, PERS deductions are 6 % of your 

gross earnings and STRS deductions are 8.56 % of your gross earnings. 

 

Personal Necessity Days (PN):  You may use up to 8 days of PN per fiscal year (July through June).  PN hours 

used are also deducted from your sick leave accrued hours. 

 

Computation of Salary:   Certificated supervisor’s salary is based on ‘daily rates of pay’, not hours worked. 

 

Pay Day:  Your pay periods are from the 1st of the month through the end of the month (i.e. 5/1-5/31) and your 

pay day is on the last business day of the month. 

 

Time Cards: PLEASE make sure to approve and send all timecards to Payroll no later than the 2
nd

 business day 

after the 25
th

 of each month; and make sure all hours on any time card are in .25 hourly increments 

 

Twelve Month Certificated Supervisors:  Twelve month certificated supervisors are allowed to take off 16 

holidays. 

 

Less than 12 month Certificated Supervisors:  Most less than 12 month certificated supervisors do not accrue 

vacation; instead, they have a shorter calendar with less actual work days. 
 

There is a lot of valuable information located on our district intranet or San Juan’s Home Page under Payroll 
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Area II (Specific Information based on Bargaining Unit) 
Remember your Employee ID Number and use it in place of your Social Security Number 

 

 

Supervisor/Confidential 

 

Telephone Tree:  When calling the Payroll Department, please follow the Classified Personnel prompts. 

 

Union Dues:  Supervisor’s are required to pay union dues.  Confidential employees do not pay union dues. 

 

Public Employee Retirement System (PERS):  Once a PERS member, always a PERS member.  If you are a 

permanent classified employee working 20 or more hours per week, you will be automatically enrolled in 

PERS.  PERS deductions are 7 % of your gross earnings if you are a Classic Member.  For new PERS members, 

PERS deductions are 6 % of your gross earnings. 

 

Personal Necessity Days (PN):  All employees may use up to 8 days of PN.  PN hours used are also deducted 

from your sick leave accrued hours. 

 

Selling Vacation:  Currently, supervisors may elect to sell back 5 days of vacation per Fiscal Year.  If 

unforeseen circumstances arise, it may be possible to sell an additional 5 additional days per Fiscal Year.  

Selling an additional 5 days requires an Administrators approval, and this approval authority tends to change 

from year to year.  When making any request to sell vacation, email your request directly to me and I will make 

your payment, or if necessary, I will forward it to the appropriate approval authority and let you know when 

your payment will be made.  If the additional 5 days is denied, then the approval authority will email you 

directly and let you know.  Usually it takes up to 18 days to make the payment; supplemental taxes do apply, so 

you will be taxed 25% for federal and 6.6% for state (based on our current federal and state guidelines).  

Hopefully a flat tax will be implemented in the near future ! 

 

Pay Day:  Your pay period is from the 1st of the month through the end of the month (i.e. 5/1-5/31) and your 

pay day is on the last business day of the month.  If you work overtime, all overtime payments are paid on the 

15
th

 of the month or the business day immediately preceding the 15
th

 if the 15
th

 falls on a holiday or a weekend. 

 

Twelve Month Employees:  Twelve month employees earn 16 paid holidays and approximately 20 days of 

vacation. 

 

Less than 12 month employees:  As a less than 12 month employee, you will receive 15 paid holidays and 

your vacation will be prorated based on the number of days you work. 

 
TIMECARDS 

All time recorded on any time card, or absence form, must be recorded in .25 (quarter hour) increments and no hours 

less than .25should ever be entered on either form.  All timecards must be signed, dated and sent to Payroll no later 

than the 2
nd

 business day after the 25
th

 of each month!  If you receive any late timecard, please make sure to send it in 

as soon as possible, as we will ALWAYS do our best to still process it on the upcoming payroll.   

 

Extra Hours Worked for all Supervisors, Classified, or Transportation Employees may elect to be paid overtime or 

receive Comp Time (balances of comp time that exceed 40 hours are always paid out as overtime); both accrue at  a 

rate of 1 ½ hours for every hour worked.  If Comp Time is elected, usage of Comp Time follows the same rules as 

Vacation Time; but comp time must be used by the end of the fiscal year. If not used, it will be paid out as overtime. 
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Area II (Specific Information based on Bargaining Unit) 
Remember your Employee ID Number and use it in place of your Social Security Number 

 

 

Classified Employees: 

 

Telephone Tree:  When calling the Payroll Department (971-7223), please follow the classified personnel 

prompts. 

 

Union Dues:  All classified employees are required to pay union dues to CSEA.   

 

Public Employee Retirement System (PERS):  Once a PERS member, always a PERS member.  If you are a 

permanent classified employee working 20 or more hours per week, you will be automatically enrolled in 

PERS.  PERS deductions are 7 % of your gross earnings and STRS deductions are 9.20 % of your gross 

earnings if you are a classic member.  For new PERS members, PERS deductions are 6 % of your gross 

earnings. 

 

Personal Necessity Days (PN):  All employees may use up to 8 days of PN.  PN hours used are also deducted 

from your sick leave accrued hours. 

 

Pay Day:  Your pay period is from the 1st of the month through the end of the month (i.e. 5/1-5/31) and your 

pay day is on the last business day of the month.  If you work overtime, all overtime payments are paid on the 

15
th

 of the month or the business day immediately preceding the 15
th

 if the 15
th

 falls on a holiday or a weekend. 

 

Twelve Month Employees:  Twelve month employees earn 16 paid holidays and approximately 12 to 20 days 

of vacation. 

 

Less than 12 month employees:  As a less than 12 month employee, you will receive up to15 paid holidays 

and will accrue approximately 9 days of vacation.  As a less than 12 month employee, you will also have 

‘Mandatory Vacation Days’.  Vacation hours accrued will be applied to cover the mandatory vacation days, thus 

reducing your 9 days of accrued vacation.  All remaining vacation hours must be used in the current fiscal year 

or you will loose them at the end of the fiscal year. 

 

Less than 20 hours per week employees:   As a less than 20 hours per week employee, you are only subject to 

Social Security retirement, but will be subject to PERS after working 1000 hours in one fiscal year. 

20 hours per week and more employees are subject to Social Security retirement and Mandatory PERS 

retirement (withheld at 6 % of gross) 
 

TIMECARDS 

All time recorded on any time card, or absence form, must be recorded in .25 (quarter hour) increments and no hours 

less than .25should ever be entered on either form.  All timecards must be signed, dated and sent to Payroll no later 

than the 2
nd

 business day after the 25
th

 of each month!  If you receive any late timecard, please make sure to send it in 

as soon as possible, as we will ALWAYS do our best to still process it on the upcoming payroll.   

 

Extra Hours Worked for all Supervisors, Classified, or Transportation Employees may elect to be paid overtime or 

receive Comp Time (balances of comp time that exceed 40 hours are always paid out as overtime); both accrue at  a 

rate of 1 ½ hours for every hour worked.  If Comp Time is elected, usage of Comp Time follows the same rules as 

Vacation Time; but comp time must be used by the end of the fiscal year. If not used, it will be paid out as overtime. 
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Area II (Specific Information based on Bargaining Unit) 
Remember your Employee ID Number and use it in place of your Social Security Number 

 

 

Transportation 
 

Telephone Tree:  When calling the Payroll Department, please follow the classified personnel prompts. 

 

Union Dues:  All transportation employees are required to pay union dues to the Teamsters Union.   

 

Public Employee Retirement System (PERS):  Once a PERS member, always a PERS member.  If you are a 

permanent transportation employee working 20 or more hours per week, you will be automatically enrolled in 

PERS.  PERS deductions are 7 % of your gross earnings and you become vested after 5 years. 

 

Personal Necessity Days (PN):  All employees may use up to 6 days of PN.  PN hours used are also deducted 

from your sick leave accrued hours. 

 

Pay Day:  Your pay period is from the 1st of the month through the end of the month (i.e. 5/1-5/31) and your 

pay day is on the last business day of the month.  If you work overtime, all overtime payments are paid on the 

15
th

 of the month or the business day immediately preceding the 15
th

 if the 15
th

 falls on a holiday or a weekend. 

 

Twelve Month Employees:  Twelve month employees earn 16 paid holidays and approximately 12 to 20 days 

of vacation. 

 

Less than 12 month employees:  As a less than 12 month employee, you will receive up to 15 paid holidays 

and will accrue approximately 9 days of vacation.  As a less than 12 month employee, you will also have 

‘Mandatory Vacation Days’.  Vacation hours accrued will be applied to cover the mandatory vacation days, thus 

reducing your 9 days of accrued vacation.  All remaining vacation will be paid out at the end of the fiscal year. 

 

Less than 20 hours per week employees:   As a less than 20 hours per week employee, you are only subject to 

Social Security retirement, but will be subject to PERS after working 1000 hours in one fiscal year. 

Twenty hours per week or more employees are subject to Social Security retirement and mandatory PERS 

retirement (withheld at 6 % of gross) 
 

TIMECARDS 

All time recorded on any time card, or absence form, must be recorded in .25 (quarter hour) increments and no hours 

less than .25should ever be entered on either form.  All timecards must be signed, dated and sent to Payroll no later 

than the 2
nd

 business day after the 25
th

 of each month!  If you receive any late timecard, please make sure to send it in 

as soon as possible, as we will ALWAYS do our best to still process it on the upcoming payroll.   

 

Extra Hours Worked for all Supervisors, Classified, or Transportation Employees may elect to be paid overtime or 

receive Comp Time (balances of comp time that exceed 40 hours are always paid out as overtime); both accrue at  a 

rate of 1 ½ hours for every hour worked.  If Comp Time is elected, usage of Comp Time follows the same rules as 

Vacation Time; but comp time must be used by the end of the fiscal year. If not used, it will be paid out as overtime. 
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Area II (Specific Information based on Bargaining Unit) 
Remember your Employee ID Number and use it in place of your Social Security Number 

 

 

Certificated Substitute Employees: 

A New Law: AB 304 (Sick Leave may apply) 
 

 

Telephone Tree:   When contacting Payroll, please call 971-7223 and follow the prompts.   

   If you have a specific question regarding AB 304 (Substitute Sick Leave) call 979-8038 

 

 

Social Security:  Social Security is comprised of 2 parts (OASDI 6.2 % of your gross pay and Medicare 1.45 % 

of your gross pay).  Substitute Teachers do not pay into OASDI, but they do pay into Medicare. 

 

State Teachers Retirement System (STRS): Once a STRS member, always a STRS member.  If you are a 

current STRS Member, most substitute earnings will be subject to STRS and Medicare. 

 

APPLE: If you are a Substitute employee and are not currently a STRS member, you will be automatically 

enrolled in San Juan’s Mandatory Retirement System (APPLE).  Contributions towards APPLE are 7.5 % of 

your gross pay.  Once you work 100 days as a Substitute Employee in a Fiscal Year (July 1 through June 30) 

you will be eligible for State Teachers Retirement (STRS) and will be automatically enrolled in STRS.  At this 

time, your Apple deduction will stop and you may request a refund through the Benefits Department, but like a 

401 K, penalties may apply (please refer questions to the Benefits Department). 

 

Pay-Day:  Your pay period is from the 26
th

 of the month through the 25
th

 of the following month (i.e. 5/26-

6/25) and your pay day is on the 10
th

 of the month (i.e. 7/10), or the business day immediately preceding the 

10
th

 if the 00
th

 falls on a holiday or a weekend. 
 

All time recorded on any time card, or absence form, must be recorded in .25 (quarter hour) increments and no hours 

less than .25should ever be entered on either form. 
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Area II (Specific Information based on Bargaining Unit) 
Remember your Employee ID Number and use it in place of your Social Security Number 

 

 

Classified Substitute Employees: 

A New Law: AB 304 (Sick Leave may apply) 

 

Telephone Tree:   When contacting Payroll, please call 971-7223 and follow the prompts.   

   If you have a specific question regarding AB 304 (Substitute Sick Leave) call 979-8038 

 

Social Security:  Social Security is comprised of 2 parts (OASDI 6.2 % of your gross pay and Medicare 1.45 % 

of your gross pay).  Classified substitute employees do not pay into OASDI (6.2 %), but they do pay into 

Medicare. 

 

APPLE: If you are a Substitute employee and are not currently a PERS member, you will be automatically 

enrolled in San Juan’s Mandatory Retirement System (APPLE).  All classified employees must contribute      

7.5 % of your gross pay towards APPLE (Exception:  bus drivers only contribute 6 % and the district 

contributes 1.5 % in their behalf).  Once you work 1000 hours as a Substitute Employee in a Fiscal Year (July 1 

through June 30) you will be eligible for the Public Employee’s Retirement System (PERS) and will be 

automatically enrolled in PERS.  At this time, your Apple deduction will stop and you may request a refund 

through the Benefits Department, but like a 401 K, penalties may apply (please refer questions to the Benefits 

Department). 

 

Pay-Day:  Your pay period is from the 26
th

 of the month through the 25
th

 of the following month (i.e. 5/26-

6/25) and your pay day is on the 15
th

 of the month (i.e. 7/15), or the business day immediately preceding the 

15
th

 if the 15
th

 falls on a holiday or a weekend. 
 

All time recorded on any time card, or absence form, must be recorded in .25 (quarter hour) increments and no hours 

less than .25should ever be entered on either form. 

 

 


